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The Job-Seeking Process

What is the job-seeking process?

Seeking a job is a multifaceted process that is part research,
part performance, and part roller-coaster ride.

The job-seeking process involves six stages

Exploring, Interviewing,

Researching, Following up,

Applying, Negotiating,

MIDOCEAN
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Stage One: Exploring

The exploring stage begins with you, the job seeker.
During this stage, you will need to explore both
yourself and potential careers.

N

Self-Exploration

Career-Exploration

MIDOCEAN
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Self-Exploration

It means to know yourself!

Take time to explore your goals and priorities.

Here are just a few questions you should consider:

= What are you best at?
= What do you enjoy doing the most?

= What motivates you?
= What salary range do you need to live the lifestyle you desire?

= |s a family-friendly career a priority for you?

= \Would you prefer to work in a large or small organization?

Stage One: Exploring

MIDOCEA[\I
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Stage One: Exploring

MIDOCEA[\I

Self-Exploration

It means to know yourself!

= Alist of what you do not like in your life& yourself

= A list of what you want to be or have

= An action plan

www.midocean.ae



Stage One: Exploring

MIDOCEAN

Career-Exploration

Career exploration requires you to:

= Research opportunities in your major that correspond with your goals and priorities.
= Do some investigating.

» |nterview several people in that line of work and find out what the job
Involves.

= Ask questions that will help you determine if this career lines up with
your goals and priorities.

= Try shadowing someone in the field for a week or two.

= Seek an internship that will allow you to develop a

clearer understanding of this career choice.
www.midocean.ae
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Stage Two: Researching

The researching stage of the job-
seeking process comprises two
components:

RN

Researching Researching
openings potential employers

MIDOCEAN
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Stage Two: Researching

Researching openings

—

MIDOCEAN

Mistakes you might make when researching for a job

Not Utilizing Career Guidance Resources

Most colleges have career guidance offices with
beneficial resources for the students. It is advisable
that you seek help from such offices because they
have dedicated professionals who are ready to guide
you through your career challenges.

www.midocean.ae



Stage Two: Researching
1D
V E

U N I

Researching openings

—

Mistakes you might make when researching for a job

Not searching in the right places

Most graduates research for jobs in the yellow websites (non-real
websites) because they have a lack experiences in searching right
and well.

So, Begin by asking help from:

 Career planning centers or career services, career
placements, career development, or career consulting.

e Job fairs

www.midocean.ae



Stage Two: Researching
MIDOCEAN

Researching openings

—

Mistakes you might make when researching for a job

Not understanding the market value

Every graduate should research and assess their
market value in order to fit in the marketplace. It Is
advisable that you understand the data before
attending any single interview. You can consider
learning new skill sets that will put your market
value at a higher rate.

www.midocean.ae



Stage Two: Researching

MIDOCEAN

Researching openings

—

Mistakes you might make when researching for a job

Not preparing for Job interview

Many graduates make the mistake of not preparing
well enough for their job interviews. It is critical to
ensure that you are well-prepared and that you
have researched everything you need to know
about the employer.

www.midocean.ae



Stage Two: Researching
MIDOCEAN

Researching potential employers

Before Applying steps

Think about this stage of the job-seeking process as job researching, not job searching. You are not simply
searching for vacant positions. You are researching positions and companies to find the right fit between your
skills and desires and their needs and opportunities.

» take a few moments to research the position and the
company. This research not only will help you
determine if you truly wish to apply for this position
with this organization but also will help you down the
line when you customize your résume and prepare for
your interview.

www.midocean.ae



Researching potential employers

‘ Stage Two: Researching ‘

MIDOCEAN

Before Applying steps

Begin by researching their websites, but remember that the
purpose of company websites is to make the organization look
appealing, so you do not want to end your research there.

Interview anyone who works for the organization in question
or has a similar type of position with a different organization
for insights.

Other sources of information that may be helpful include the
Chamber of Commerce, Better Business Bureau reports, the
College Placement Annual, Public libraries and career centers
have valuable information about employers, including
companies’ annual reports to shareholders, reports kept by
local chambers of commerce, trade journals, and business
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Stage Three: Applying Resumés MIDOCEAN

Once you have researched a place you would like to consider for employment, it is
time to turn your attention to réesumes and cover letters.

Characteristics of good Résume

Highlighting your skill set.

Shows how you fit this position and this organization
and highlights the skills you possess relevant to the
skills required by the position for which you are

I Ing
ct a format that will highlight your strengths and

downplay your weaknesses.

Customize your résume to each position and organization.

Should be no more than two pages and must be

visually appealing. www.midocean.ae



Stage Three: Applying Résumeés

MIDOCEAN
Types Résume |

Chronological

« This is the most common form and probably the easiest to prepare.

« The chronological resumé emphasizes employment and/or
experience history, listing elements in reverse chronological order
(i.e., your most recent experience first).

« This format is especially useful to new graduates or those
with limited work experience.

www.midocean.ae



Stage Three: Applying Résumeés

Types Resume = UMNllDOCEA-ll

VERSITY

Chronological

S

CHRONOLOGICAL RESUME

RESUME INTRODUCTION

(323) 456-7895

Lead Bartender with 43 years of experience in cocktail
preparation and creation, and a bartending bocense certified by
the District of Columbea. Poassess a deep knowledge of local craft
beoeors, wine, spirits, and codktasis, as well as their optimal food
pairnngs. Secking to leverage my bastending skills to fulfill the
Head Bartender posstion at yous restaurant.

Carchnew@amail.com

45 winfield Dr.
Washington, D.C. 90764

S5ofllr

Unkedin.com/uscrname

EDUCATION SECTION EXPERIENCE SECTION

1 T3

20015 20000

AN, BARTENDING

Professional Bavtendy LEAD BARTENDER
Schooy, Wa-.rh:'nmn. D."é’ Glly's Spovts Bav, Washington, O.C.
2010 1014 = Imtroduced a “Cocktail of the Month™ promotion to our
ADVANCED DIPLOMA menu that was well received by customers and
ST, JONNS WIGH SCHOOL, ncreased monthly sales
Washington, D.C. = Trained 3 brand new bartenders on all aspects of the
job from dnnk preparaton and knowledge o bulding
valuable customer relationships and upselling
rechnigues
Cocktad Preparatwon * Reduced inventory losses by 109% by managing owr
L 8 B B B | beverage inventory with innovative beverage
Customes Relations management software
[£4) L R R B
Spanish 2014 2015
o e | | | SATHOR
g Capital Bar & Gnifl, Washungton, D.C.
Exceptional Maomory = Engaged in small talk and jokes with chentele in order
EEEEEN to build rapport and ensure that they became repeat
Menu Creston CUSTOMTYers
HEEE. = Took food arders from guests at the bar and
recommended baeverage pairings to go with their
ACCOMPLISHMENTS meals, which boosted spending by an average of $10

Per custormes
= Memonzed over a 100 cocktail recspes and drink
EMPLOYEE OF THE MONTH varnations

T www.midocean.ae
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Stage Three: Applying Résumeés
MIDOCEAN

Types Résume

Functional (skill-based)

This functional resume emphasizes skills and attributes that can be applied to a
variety of employment situations.

Your skills are broken down into categories that quickly
communicate to employers what you can do for them.

« This format is useful for candidates without direct
employment-related experience or for those who wish to
work in fields unrelated to their academic major.

www.midocean.ae



Stage Three: Applying Résumés

Types Résume MIDOCEA

VERSITY

Functional (skill-based)

JAMES LANE

Brand Manager

Summary of Skills

Marketing Communication

e Drove research on consumer trends using techniques such as the mining of
consumer insights, need gap analysis etc.

7
- e Created the brand’s entire communication plan; launched the pan US TV campaign
— including multiple commercials
e Executed multiple ATL & BTL marketing initiatives including Print, Radio, Digital,
[0 +1 888777 6666 Events & other channels
james.lane@hiration.com Sales - Marketing Integration

e Collaborated with the sales team to implement as well as analyze marketing
initiatives through sales analysis etc.
e Engaged regularly with different channels, the sales teams, Regional Managers etc.

@ Milwaukee, US

Additional Skills Coordination
= Brand Management - Market e Conducted end to end effective media evaluation & targeting maximum ROI by
Research - Advertising - Integrated coordinating with key media providers
Marketing - Communication e Coordinated with multiple agencies for conducting ATL, BTL implementation as well
= Agency Management - Media as other media work
Planning & Buying - Sales 3
Promotion

PROFESSIONAL EXPERIENCE

Brand Manager Bf may 13- Present

SELECTED PROJECTS

E-business, '10 Yellow Comfort FMCG Milwaukee, US

e Conceptualized & set up AN
online brand consulting service

e Devised custom branding
strategies for 2 clients

e Secured USD 10k+ revenue Brand Associate B Jun'io- Apr-i3

The Yellow Comfort group is one of America’s leading producers of FMCG products including soaps,
perfumes, shampoos etc.

Development of a novel approach
for digital marketing, ‘08
e Designed a new approach to One of North America’s leading manufacturers of computers and mobile devices

execute search engine

marketing for small brands ——

Stark Tech LLC New York, US

= EDUCATION
ADDITIONAL INFO. UC Berkeley B8 Jul'o6- Apr'i0
Languages: English, Spanish
BBA - Marketing Berkeley, US
CO CURRICULAR -

ACTIVITIES

e 1st position, inter college
debate competition, NYU '09

e 1st position, national level
elocution competition, Harvard

il www.midocean.ae




Stage Three: Applying Résumeés

MIDOCEAN
Types Résume |

Combination

« For many candidates, a combination of elements
from the chronological and functional résume
formats works best.

www.midocean.ae



Section of Résume

Contact information

Begin your generic réesume by listing your contact
Information.

You should include your name, address, phone
number, and e-mail address.

You should make certain the address you provide will
be valid throughout your job search. Believe it or not,
many prospective job seekers are taken out of the

running due to problems with their contact
Information.

Stage Three: Applying Résumeés
MIDOCEAN
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‘ Stage Three: Applying Résumes ‘

MIDOCEAN

Section of Résume

Contact information

* An e-mail address such as “partygirl2010” is going to land your résumé¢ in the trash.
Addresses like these are unprofessional as well.

« Choose an e-mail address related to your name, and be certain to check your e-
mail account regularly.

* It’s also important to make sure there is nothing in cyberspace that
you would not want your future employer to see. What comes up
when you “Google” your name? What information can be found on
your Facebook and Instagram accounts? If you think prospective
employers don’t bother to check these sites, you’re wrong. Not
only do employers use Google and Yahoo to run background
checks on potential employees; they also check Facebook, Twitter,

y - www.midocean.ae
and other forms of social media.



‘ Stage Three: Applying Résumes ‘

MIDOCEAN
Section of Résume |

Objective and summary

« An objective is a one- or two-sentence declarative statement about your career goals.

« The benefit of including an objective is debatable. Some people argue it can be
beneficial and has been a résumé standard for years.

« Others argue that since the objective is clear (to obtain the
position), there is no need to waste space stating the
obvious. Many resumés have moved away from the
objective to a summary of skills and traits.

www.midocean.ae



‘ Stage Three: Applying Résumés ‘

MIDOCEA

UNIVERS |

Section of Résume

Objective and summary

Example 1:
Highly motivated individual and a certified digital marketer with strong SEO and SEM skills,

attention to detail, and a solid online marketing background looking to obtain a position of SEO
Specialist with XYZ company.

Example 2:

An MBA with specialization in online marketing, working knowledge
of Google Analytics and Adwords, and 4 years experience in
developing and managing marketing campaigns seek the role of
Online Marketing Manager with ABC Inc. to provide thought
leadership and implement best practices for digital marketing.

www.midocean.ae



‘ Stage Three: Applying Résumes ‘

MIDOCEAN
Section of Résume |

Education

* Ifyou’re a recent college graduate, your education is, in all likelthood, the most
Important thing you want future employers to consider, So your education section
should be displayed prominently.

 Include the name of any college or university from which you
have graduated or that you are currently attending.

* Don’t list high school education or high school accomplishments.

 List the name of your degree and your major (e.g.,
bachelor of science in biology).

www.midocean.ae



‘ Stage Three: Applying Résumes ‘

MIDOCEAN
Section of Résume |

Education

* You may also wish to state a minor if you have one. Include the date of graduation.

* You may also wish to list some relevant courses. For the
purposes of the generic réesumé, list all the courses you think
may be relevant during your job-seeking process.

« Ifyour GPA s a 3.0 or higher, include it.

* You can narrow the list during the customizing step.

www.midocean.ae



Section of Résume

Education
University of Houston

Education

Spring 2013 = Expected Graduation Date August 2016
Bachelor of Arts in Communication

36 GPA

‘ Stage Three: Applying Résumés ‘

MIDOCEA|

UNIVERSITYl
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Section of Résume

EXxperience

A section on experience is a standard part of the resume.

As you advance in your career, you will most likely label this
section as employment experience, which will take precedence
over your education.

Yet, for most college graduates, including relevant experience, not just
employment experience, is more beneficial. Using the general title
“Relevant Experience” allows you to incorporate a broader range of
Information.

‘ Stage Three: Applying Résumes ‘

MIDOCEAN
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‘ Stage Three: Applying Résumés ‘

MIDOCEA

UNIVERSIT H

Section of Résume

Experience

In this section, you can list the following:

Relevant employment history Relevant class projects Internships

Relevant work Volunteering

www.midocean.ae



‘ Stage Three: Applying Résumes ‘

MIDOCEAN

Section of Résume

Skills

are those of yo’ur skills that you’ve acquired through deliberate effort. They can be
learned, taught, and measured. Examples of hard skills include English, Spanish, HTML,
copywriting, data analysis, SEO, SEM, and others.

on the other hand, are closely tied to one’s personality traits. They
arise from your previous experiences and the environment you
grew up in. These could be your leadership, communication, or
other interpersonal skills. Examples of soft skills include: problem-

solving, negotiating, multitasking, time management, presenting,
and others. www.midocean.ae




Section of Résume

Employment Experience

‘ Stage Three: Applying Résumes ‘

MIDOCEAN

If you’ve been lucky enough to work at a job that’s relevant to the position you’re seeking,
prominently display that experience and your job duties. For most college graduates, however, this

will not be the case.

In this situation, list the class projects, your internship, and your work
with the Sociology Club under “Relevant Experience,” as previously

discussed. Give some details about each experience

Then you can simply list your places of employment,
job titles, and employment dates later in the resumé in
a section titled “Employment Experience,”
“Employment History,” or “Work History.”

www.midocean.ae



Section of Résume

« list the place of employment, job title, employment dates, and some skills you
acquired at this job. Even if the job is not directly related to your career, you likely
gained or honed some skill(s) that will make you a more appealing applicant.

Employment Experience

If your work history is not directly related to the position you are pursuing,

‘ Stage Three: Applying Résumes ‘

MIDOCEAN
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Section of Résume

Awards

‘ Stage Three: Applying Résumes ‘

MIDOCEAN

Include an awards and honors section only if you have multiple listings and they are relevant to the

position.

If you have Academic awards and honors.

Hobbies

As for hobbies, do not put a hobbies and interests
section in your résumé. If you do have a hobby or
Interest directly relevant to the position, work it into

your résumé as a skill or experience. Otherwise, leave
It out.

www.midocean.ae



‘ Stage Three: Applying Résumes ‘

MIDOCEAN

Section of Résume

References

» References should not be listed on your resumeé. You can make
a note about references at the bottom of the page (e.g.,
“References available on request”)

www.midocean.ae



How to Customize your Résumé

Begin with the generic résumé you have already developed.

 ldentifying the information that is most relevant to this
position.

 During the first round of cuts, delete all the information that
IS not relevant to the position.

 If the remaining information does not fit on two pages, go
back and eliminate the information that is least relevant to
the position.

‘ Stage Three: Applying Résumes ‘

MIDOCEAN
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‘ Stage Three: Applying Résumes ‘

MIDOCEAN

Creating visual Appeal

Although résumeés can come in a variety of different forms, all résumés should be visually appealing
and utilize a parallel structure.

In terms of visual appeal, you need to include:

* A balance between text and white space. Too much white space
indicates a lack of qualifications. On the flip side, too much
information jammed on a page does not make you look more
qualified. Instead, it makes your résumé difficult to read, which
makes you less appealing.

* Remember, a résumé is a snapshot. You can’t include every detail
of your life, so make sure to include the information that is most
relevant to this position at this organization.

www.midocean.ae



‘ Stage Three: Applying Résumes ‘

MIDOCEAN

Creating visual Appeal

In terms of visual appeal, you need to include:

« The font you select for the text of the resume should be 12 point—no less than 11
point if you need more space—for easy reading.

« When selecting a font, you want to stick with standard fonts
such as Arial, Helvetica, and Times New Roman to ensure
easy electronic transfer.

« As for parallel structure, decide on a heading system,
and keep it consistent throughout the resume. If your
first major heading is bold, 14 point, and all capitals,
then all major headings should be bold, 14 point, and
all capitals.

www.midocean.ae



‘ Stage Three: Applying Résumes ‘

MIDOCEAN

Creating visual Appeal

In terms of visual appeal, you need to include:

« The use of a parallel structure can also be applied to your word choices. For
example, when listing your duties/work experience, use active verbs. In addition,
you may utilize a list of bulleted duties/skills.

« Whichever format you select, remember to use that format throughout that
section of the réesume.

* It’s also critical to edit résumés, applications, and cover letters
carefully.

« Make it a habit to check, double-check, and triple-check.
« Spelling errors seem to jump off the page at potential employers. If

you want to be considered for an interview, your resume can
contain no spelling errors. www.midocean.ae



‘ Stage Three: Applying Résumes ‘

MIDOCEAN

Developing Electronic and Scannable Resumeés and Online

Applications Back in the day, resumes and cover letters were either mailed or hand-delivered to
organizations. Today, organizations are requesting that resumes be submitted electronically or that the
information traditionally found in a résume be submitted via an online application.

When it comes to submitting electronic or scannable résumés, you must take into your consecration the
following:

 Electronic resumés should be prepared in common programs,
such as Microsoft Word.

« Scannable résumés should be simplistic; so avoid any
decorative fonts or graphics.

* For electronic applications, you’ll most likely be cutting
information from your résumé and pasting it into the application.
the information presented should still be concise and relevant.

www.midocean.ae
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Interviewing MIDOCEA}

UNIVERSITYI

Although securing an interview is an exciting milestone in the job-
seeking process, you’'re still several steps away from being hired. To
land the position, you must do two important tasks:

Preparing Practicing

www.midocean.ae



Bad news

Good news

WE CAN GUESS CORRECTLEY

/\/
Message

/\/
/\/

Appearance
/\/

InterVIeWIng

MIDOCEA|

UNIVEF\)SITYl

“YOU CAN NOT KNOW ALL THE QUESTIONS”.
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-: Interviewing

MIDOCEA|

UNIVERSITY'

Preparing your
Message

What should you know to prepare your message?

Your résumé and cover letter.
Your skills

The qualifications you have
The job posting

The company info

The qualifications the job requires

In the end, you should be ready to discuss specific examples,

stories, and experiences that are relevant to the position. ,
www.midocean.ae



Interviewing

MIDOCEAN
Preparing your - 1 SRA|

Message

Anticipating Questions

You can never be 100% certain about what’s going to be asked during the
Interview, but you can make some educated guesses.

Be certain to practice both behavioral questions and traditional questions.

Behavioral questions explore how you have handled past situations and ask
you to respond to hypothetical situations.

www.midocean.ae



Interviewing

MIDOCEA)

UNIVERSITY'

Preparing your
Message

Traditional questions include some of the old standards listed below:

Tell me a little about yourself.
Why did you apply for this position?
What are your strengths? What are your weaknesses?

What are three words that describe you?

What makes you qualified for this position? Why should we hire you?

What are your short-term goals? What are your long-term goals?

Do you have any questions for us?
www.midocean.ae



Interviewing

MIDOCEA)

UNIVERSITY'

Preparing your

Message

Scripting Answers

The purpose of practicing is not to guess the exact questions that will be asked—it’s to
learn to professionally present important information about your qualifications for the
position and your fit in the organization.

Criteria of Scripting Answers

Directly answer the question.

Back up your answer with a specific example, that supports your answer.

Connect the answer back to the company and/or the position.

www.midocean.ae



Preparing your
Appearance

Your interviewing attire is in a sense a uniform that identifies you
as a professional. The main piece in an interviewing uniform is the
standard business suit.

For men, that suit includes a jacket and pants.

For women, it includes a jacket and skirt. Many female students
question the necessity of wearing a skirt. For better or worse,
even in the 215t century, the standard interviewing uniform for
women is the suit with a skirt.

U

Interviewing
IDOCEA
VERSITY

N | |l
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Interviewing

MIDOCEA|

UNIVEF\)SITYl

Preparing your
Appearance

Colors

Black, dark gray or dark blue.

Interviewers do not expect to see new college graduates in expensive,
designer-label suits, nor do they expect to see them in ill-fitting suits.
When purchasing your suit, the fit is extremely important.

www.midocean.ae



Interviewing

IDOCEA|
o UNIVERSITY |
Preparing your
Appearance
Shoes & Socks

Shoes should be black. Shocks should be dark, Both men and women should carry a briefcase,

over-the-calf dress socks that correspond with portfolio, or some sort of professional bag. Under no

the outfit. circumstances is It acceptable to carry your backpack.

For women, the rule of thumb for women is no more than five
pieces of jewelry. Those five pieces consist of a watch, a pair of
earrings (counts as two pieces), a necklace, and a
wedding/engagement ring. The earrings should be small posts, and
the necklace should be very simple.

For men, Men should keep a two-piece rule in mind for jewelry:
one watch, as long as it appears professional with the suit, and one
ring, such as a wedding band.

www.midocean.ae



Practicing Answers

Reading questions and thinking through the answers is an
effective way to begin practicing, but to be fully prepared,
you must take part in mock interviews. Enlist the help of
family members and friends to run through questions with
you. Have different people take different approaches to
the interview. Have some mock interviewers smile and
give you a lot of feedback. Have others be stern and cold
and provide little feedback.

U

Interviewing

IDC CEAN

N | RS[TVHH
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Interviewing

MIDOCEA)

UNIVERSITY'

Practicing Answers

Video Recording

Prepare for your mock interview video just as you would prepare for a real
Interview.

Think through the questions you are likely to be asked, and prepare answers for them.

Bring all the enerqy to your mock interview video you would bring to a real one.

The second you enter the room to sit down before the camera recording your
mock interview, your interview has begun. Focus on making a good
impression in the way you greet your interviewer and shake her hand, take
your seat, present your resume and respond to questions. Ignore the camera
completely, and avoid looking directly at it. Instead focus all your energy
and attention on your interviewer.

www.midocean.ae


https://www.nexxt.com/articles/4-ways-to-make-a-better-impression-at-your-14199-article.html

Interviewing

MIDOCEA)

UNIVERSITY'

Practicing Answers

Video Recording

Watch your mock interview video

The value of a recorded mock interview is that you get to see yourself through neutral eyes. Start
by turning down the audio on your video and just watch yourself. Take a look at what you're
wearing, and see if it looks as good when you're sitting down as it did when you looked at
yourself standing before your bathroom mirror.

www.midocean.ae


http://jobsearch.about.com/od/jobinterviewtypes/a/mock-interview.htm
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Interviewing

MIDOCEA)

UNIVERSITY'

Once you arrived,

Arrive for the interview at least 10 minutes early.
Treat everyone from the parking attendant to the receptionist to the CEO with the same level of
professionalism and respect.

While you walit,

The way you sit in the lobby, the way you greet the receptionist and the interviewer, and the way you wait,
will all have an impact on whether you are going to be considered for the job. Be friendly and pleasant, but
not overbearing. If you need to wait, sit quietly (no phone calls) and patiently.

Once you meet the interviewer,

Shake hands with the interviewer. Your handshake should be firm -
not sticky or wimpy.

www.midocean.ae



Once you enter the room,

Your Posture:

When you take your seat, be sure to sit up straight and avoid
slouching.

You can lean forward a little to show your interest. The goal here
IS to appear natural, confident, and enthusiastic.

Avoid any body language that could be construed as showing
disinterest or desperation.

Don’t lean back (you’ll look too relaxed or lethargic) or fidget
(you’ll look nervous or immature) and don’t invade your
interviewer’s personal space (you’ll look like a stalker).

Keep the social space (4 to 12 feet), which is the distance at
which we usually talk to strangers or conduct business.

Interviewing

MIDOCEA|

UNIVERSITY'
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Once you enter the room,

Your hands and feet

* Keep your feet on the floor and your hands positioned naturally. If you’re not sure
what to do with your hands, keep them folded loosely in your lap or on the
tabletop.

Your eye contact

* Maintain eye contact in a natural way. Just don’t stare fixedly at your
Interviewer. That can seem creepy or robotic. Listen carefully and smile and
nod as appropriate.

At the end of the interview,

Once the interview is over, when you thank your interviewer
politely for her time, shake her hand professionally and smile. On
your way out, say goodbye to the receptionist or anyone else you
spoke to during the interview.

Interviewing

MIDOCEA)

UNIVERSITY'
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lllegal Questions.

According to the Civil Rights Act, employers may not consider race, color, religion,
seX, national origin, disability, or age when hiring or promoting employees.
Therefore, they legally can’t ask questions related to these categories.

If you faced this situation, what should you do?

First, you answer their questions

Second, you answer the question and then ask why that question was
asked at the first place.

Third, you just simply tell them that it is illegal to ask such questions or

how this question can be related to the job posting? ,
www.midocean.ae



Salary Questions.

Although you should never bring up the issue of salary prior to being offered the
position, you should be prepared in case the interviewer asks about your salary
expectations.

To prepare, you need to:

Research the appropriate pay for the position you are seeking. Be sure to examine pay-scale
variations related to credentials, experience, and location.

How to answer?

Diplomatic answer: “I expect a salary that is competitive in this market.”

Specific answer: give a range starting with the employer’s probable salary and
ending with a little above what you are willing to accept.

U

Interviewing

IQOCEA

N | ERS]TYl

www.midocean.ae



Interviewing

Types of interview MIDOCEAN \

Face-to-face interviews

Face-to-face interviews also come in a variety of formats, which include the

following:
The standard one on-one interview, | Panel interviews,

Interviews with multiple interviewees.

A series of one-on-one Interviews,

The same rules that apply in the standard one-on-one
interview apply in each of these settings, but keep a few
things in mind for each context.

www.midocean.ae
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Face-to-face interviews

Take care of,

In a series of one-on-one interviews, you may feel as though you
are repeating yourself. But remember, each interviewer is hearing your
Information for the first time, so not only it is okay to repeat yourself, it is

necessary.

In a panel of interviewers, always acknowledge the person who
asks the question but address your answer to (and make eye
contact with) the entire group when responding.

In an interview with other interviewees, always treat your
competition with respect and professionalism. The way you
treat the other candidates is indeed part of how you will be

assessed.
www.midocean.ae
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Zoom Interviews

Keeping yourself on mute as they speak can help your interviewer feel more focused
on what they want to tell you.

Use the mute button

Look into the camera while speaking

Maintaining eye contact with your interviewer is a sign of confidence and
respect. Look into the camera as you are speaking. This creates the
illusion that you are looking at them rather than yourself or the screen.

Choose a professional background

Choose an area that is tidy and free of clutter. Make sure your
background is sparse rather than busy and only has professional-
looking items in the background. Setting up in front of a blank wall
or a few tasteful decorations shows that you are organized and pay

attention to detail. www.midocean.ae
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Zoom Interviews

Setting your interview space facing a window that lets in a lot of natural lighting is a
great way to make yourself more visible. Your interviewer needs to be able to see
your body language and facial expressions during your Zoom interview.

Find a brightly lit room

Silence your phone

Before your Zoom interview, silence your phone and put it away.
This way, you can focus on the interview rather than a text
message or phone call.

Find a good internet connection

Test out your connection where you plan to sit during your
Interview. Moreover, make sure you are connected to the
Internet during the interview.

www.midocean.ae
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Zoom Interviews

Use appropriate body language

One benefit of using video chat rather than a phone call is that you get to see each
other's body language. During your interview, sit up tall with your hands in your lap
and your feet on the floor. While you speak, you may use your hands as well if that's
natural for you. As your interviewer speaks, use nonverbal cues such as nodding and
smiling to show that you are listening.

Ask your interviewer questions

Make sure to listen throughout your interview so you only ask
questions about topics the interviewer hasn't covered yet. Appropriate
questions could be about the company's culture, this role's
responsibilities or what the interviewer enjoys most about the

company. ,
www.midocean.ae
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Thank you email

Your first step should be to send a thank you email to the interviewers
within two days of the interview.

Following up email

You should send a follow up email in case you have never heard from the
company within 14 days of the interview.

Here are a few pointers:

1. Address the person you are emailing by their first name

2. Mention the job title of the role you're following up about
and the date you interviewed to refresh their memory

3. Confirm that you're still interested in the position and that
you are eager to hear about next steps

4. Finally, ask for an update i
www.midocean.ae
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Negotiation skills refers to the ability to bring about agreement on a
decision through discussion, so as to achieve win-win situation.

Before you negotiate, you need to:

Research salary norms, as well as benefits and other
perks, for the industry, the region, and this organization.

Evaluate the offer by taking into account the entire
compensation package, not just the salary.

www.midocean.ae
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How to Negotiate?

Help them understand why you deserve what you’re requesting.

It’s not enough for them to like you. They also have to believe you’re worth the offer you want.
Never let your proposal speak for itself—always tell the story that goes with it.

Make it clear they can get you.

People won’t want to expend political or social capital to get approval for
a strong or improved offer if they suspect that at the end of the day,
you’re still going to say, “No, thanks.” If you intend to negotiate for a
better package, make it clear that you’re serious about working for this
employer.

Understand the person across the table.

Companies don’t negotiate; people do. And before you can influence
the person sitting opposite you, you have to understand her. \What are

her interests and individual concerns? www.midocean.ae
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How to Negotiate?

Understand their constraints.

They may like you. They may think you deserve everything you want. But they still may not give it to you. Why? Because
they may have certain ironclad constraints, such as salary caps, that no amount of negotiation can loosen. Your job is to

figure out where they’re flexible and where they’re not.

Be prepared for tough questions.

Many job candidates have been hit with difficult questions they were hoping
not to face: Do you have any other offers? If we make you an offer tomorrow,
will you say yes? Are we your top choice? If you’re unprepared, you might say
something inelegantly evasive or, worse, untrue. My advice is to never lie in a

negotiation.

Pick the most important issues to Negotiate.

Don’t simply mention all the things you want—A, B, C, and D; also
signal the relative importance of each to you. Otherwise, may pick
the two things you value least, because they’re pretty easy to give wwuiiTh T

you, and feel like meeting you halfway.
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How to Negotiate?

Consider the whole deal.

Sadly, to many people, “negotiating a job offer” and “negotiating a salary” are synonymous. But much of your satisfaction
from the job will come from other factors you can negotiate—perhaps even more easily than salary. Focus on the value of
the entire deal: responsibilities, location, travel, flexibility in work hours, opportunities for growth and promotion, perks,

support for continued education, and so forth.
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Remember

What’s not negotiable today may be
negotiable tomorrow.

Leave a good impression even if you

declined the offer

www.midocean.ae
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